HRS DCDS Procedures Manual Updates

Update #2—3/15/2002

Section 2.3 — DCDS System Errors
Revised error messages for error codes 10090, 10006, 20032 and 20040 to refer to
“union code” rather than “bargaining unit.”

Section 3.3.1 — Security, Define User, User ID TabRevised the minimum number of character:
required for a user ID from 4 to 6.

Section 3.3.3 — Security, Define User, Functions Tab
Revised to clarify how to change the scope for more than one function

Section — 6.7 — Data Collection, History Tab

Section — 7.6 — Data Collection Inquiry, History Tab

Section — 8.1.1 — Approval-Central, Detail Tab, Time Detail Bottom Tab

Section — 10.3 — Data Collection Adjustments, Time Tab

Section — 10-3-1 — Data Collection Adjustments, Time Tab, Bottom Tabs
Revised the above sections to remove reference to “Cash NPAs” as these are now done in the Human
Resource Management Network (HRMN).

Section 16 — Reports
Revised Security Reports (Sections 16.15, 16.16, 16.17 & 16.25) to clarify how to use the “Include
employees from all Dept/Agy/TKU” box when requesting the reports.

Revised the Earnings History Reports (Sections 16.19, 16.20, 16.21, 16.22, 16.23, 16.34, 16.35) to cla
that data is available on DCDS from 1/96 to 3/2001. Data after 3/2001 is available on the Human
Resource Management Network (HRMN).

Update #1 -- 10/15/01

SECTION 1.2.1 - DCDS MENU SUMMARY (NEW)

This is a new section created to provide a quick view of all of the DCDS menus.

SECTION 1.3 - DCDS TIME CLOCK REPORTING

This section has been revised to be consistent with other DCDS procedures.

SECTION 2.3 - SYSTEM ERRORS (NEW)

This section has been revised to remove old error codes and add new error codes. This section was not
included in the initial redesign of the DCDS Procedures Manual.

SECTION 3.3.2 - SECURITY, DEFINE USER, ROLES TAB
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Revised to add Timekeeping Unit (TKU) in dropdown menu to the Roles Tab.

SECTION 3.3.3 - SECURITY, DEFINE USER, FUNCTIONS TAB

Revised to add new sample of window due to a change in the organization levels. The only valid levels :
Department, Agency and TKU.

SECTION 3.4 - SECURITY, DEFINE ROLES, SELECTION TAB, ROLE FUNCTIONS TAB
Revised to add Function ID dropdown menu to the Role Functions Tab.

SECTION 5.2 - TKU OPTIONS, OVERVIEW & SELECTION

Revised to add a description of the options under the TA Options Tab.

SECTION 5.2.4 - TKU OPTIONS, TA OPTIONS TAB

Revised to add Personal Miles and Copy Time options.

SECTION 6.1 - DATA COLLECTION OVERVIEW

Revised to add Personal Mileage and Copy Time options. Also noted that when an employee is highlight
in red in the Selection List window that a personnel action has occurred for the selected employee.
SECTION 6.2 - DATA COLLECTION, SELECTION TAB

Revised to add comment that when an employee is highlighted in red in the Selection List window that
personnel action has occurred for the selected employee. Revised samples of windows due to adding Cc
Time option.

SECTION 6.3 - DATA COLLECTION, TIME TAB OVERVIEW

Revised due to Personal Mileage and Copy Time options.

SECTION 6.3.1 - TIME TAB, HOURS ENTRY

Revised due to Personal Mileage and Copy Time options and change in the Previously Used Coding Bloc
window. Changes were also made as to when a timesheet may be changed and when comments are
deleted.

SECTION 6.3.2 - TIME TAB, COMMENTS BOTTOM TAB

Revised due to Personal Mileage and Copy Time options, change in the Previously Used Coding Block
window and change in when comments are deleted.

SECTION 6.4 - ACTIVITY, ENTRY TAB

Revised due to Copy Time option.

SECTION 6.5 - EQUIPMENT, ENTRY TAB

Revised due to Copy Time option.

SECTION 6.6 - EMPLOYEE INFO TAB

Revised due to Copy Time option and change in data displayed under the Leave Balance Tab.
SECTION 6.7 - HISTORY TAB

Revised due to Copy Time option and added comment regarding that the data displayed is for the lates
version of the timesheet that was extracted and sent to the Human Resource Management Network
(HRMN).

SECTION 7.2 - DATA COLLECTION INQUIRY, TIME TAB, CB DETAIL

Revised with a new sample showing totals.

SECTION 7.3 - DATA COLLECTION INQUIRY, ACTIVITY TAB, DETAIL

Revised to add total to information displayed.

SECTION 7.4 - DATA COLLECTION INQUIRY, EQUIPMENT TAB

Revised to add total to information displayed.

SECTION 7.5 - DATA COLLECTION INQUIRY, EMPLOYEE INFO TAB

Revised due to change in data displayed under the Leave Balance Tab.

SECTION 8.1 - APPROVAL-SUPERVISOR

Revised to add Modified Date under the Selection Tab, add Total for Activity and Equipment Detail and
change in data displayed under the Leave Balance Tab.

SECTION 8.1.1 - APPROVAL-CENTRAL, EMP INFO, LEAVE BALANCE TAB

Revised due to change in data displayed under the Leave Balance Tab.
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SECTION 8.2 - LEAVE/OT REQUEST, COMMENTS TAB

Revised due to change in the Comments Tab.

SECTION 9.1 - TKU PROCESSING OVERVIEW

Revised to show holidays in red.

SECTION 9.4 - TKU PROCESSING, MISSING TAB

Revised to remove "Move Date" from window.

SECTION 9.6 - TKU PROCESSING, TKU RELEASE

Revised due to when modifications can be made.

SECTION 10.1 - DATA COLLECTION ADJUSTMENT OVERVIEW

Revised to clarify the effect of adjustments on hour’s balances in the Human Resource Management
Network (HRMN).

SECTION 10.2 - DATA COLLECTION ADJUSTMENTS, SELECTION TAB

Revised due to adding "Adjustment Number" to the Selection List window. Also clarified that the
Adjustment Type DCB may also mean that no change occurred from a previously processed version of ¢
timesheet.

SECTION 10.3 - DATA COLLECTION ADJUSTMENTS, TIME TAB

Revised due to a change in the Previously Used Coding Block window. Also clarified the effect of
adjustments on hour’s balances in the Human Resource Management Network (HRMN).

SECTION 10.3.1 - DATA COLLECTION ADJUSTMENTS, TIME TAB, CODING BLOCK

BOTTOM TAB

Revised due to a change in the Previously Used Coding Block window.

SECTION 10.7 - ADJUSTMENT INQUIRY

Revised to add "Hours Difference" on the Detail Data window.

SECTION 11.5 - LABOR/EQUIPMENT DISTRIBUTION, TO CB TAB

Revised to show the AY field as a required entry.

SECTION 13.2 - FINANCIAL DATA, AGENCY ACTIVITY, DETAIL DATA

Revised to add Start and End Dates.

SECTION 14.8 - PERSONNEL DATA, EMPLOYEE INQUIRY

Revised to add Appointment Status to the Selection Criteria.

SECTION 14.13 — PERSONNEL DATA, STANDARD DISTRIBUTION

Revised to include current and previous positions.

SECTION 14.14 — PERSONNEL DATA, MASS STANDARD DISTRIBUTION

Revised to clarify when changes are processed.

SECTION 15.3 - SYSTEM TABLES, AGENCY PAY TYPE

Revised to clarify that if a Distribution Matrix is not set up the Standard Distribution will be used.
SECTION 16.2 - TIMEKEEPER REPORTS, CODING BLOCK DETAIL TIME

Revised to add Standard Distribution data.

SECTION 16.7 - TIMEKEEPER REPORTS, TA SUMMARY & TIME ENTRY

Revised to change FLSA to Exempt and provide sample of report.

SECTION 16.10 - EMPLOYEE REPORTS, EMPLOYEE CODING BLOCK DETAIL
Revised to add Standard Distribution data.

SECTION 16.15 - SECURITY REPORTS, ACTIVE IDS

Revised to add a TKU dropdown as Selection Criteria and option of requesting data on employees from
departments, agencies and TKUs.

SECTION 16.16 - SECURITY REPORTS, INACTIVE IDS

Revised to add a TKU dropdown as Selection Criteria and option of requesting data on employees from
departments, agencies and TKUs.

SECTION 16.17 - SECURITY REPORTS, USER IDS NOT USED SINCE
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Revised to add a TKU dropdown as Selection Criteria and option of requesting data on employees from

departments, agencies and TKUs.

SECTION 16.37 - BATCH REPORT STATUS (NEW)
This is a new section created to allow users to view the status of a Batch Report. The Report Status is
found under Reports, Batch, S- Report Status on the DCDS menu.
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